INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

Open Purchase Order form

*Red Fields are mandatory/Select Highlight existing fields to view all available fields (note special instructions
box under item 15)

Tab through and fill in all fields as necessary (the price extension will auto complete)
e Extension fields that will need to be filled in manually are:
e Shipping and handling
e PST (there are too many exceptions in order to create a formula)
e  GST (there are too many exceptions in order to create a formula)
e Go back to the signature field when you are finished completing the purchase order

To create your digital signature for the first time:
Sign a sheet of paper, scan it and save as a jpeg on your computer (Do this before you start the PO process)

In the open PO form, click on the digital signature field

Sign as:
e A New digital ID I want to create now
e NEXT
e New PKCS#12 digital ID file
e NEXT
e Type in your name
e Type in your Organization Name (you could enter School District No. 85 here)

Type in your Organizational Unit (you could enter your school or department here)
e Type in your email address
e  Seclect Canada as your country from the drop down menu

e NEXT
*copy your file name somewhere safe

e Type in a password
e Confirm the password
e Finish

At the sign document screen,
e Sign as (select the ID you want to use)

Type in your password

Select the appearance dropdown menu to view your signature or create a new appearance
Title: Fill in the title of your signature (eg: John Smithl or John Smith?2)

Configure text: to include or exclude text (name and date check boxes should suffice)

OK

e Configure Graphic: Choose imported graphic to insert your scanned signature

e Select file

Browse

Choose the location you saved your scanned signature (look for extension type jpeg)
Select your signature document

Open
OK
e Sign



INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

e Save as box pops up: rename and save your document

Select Share (will be in different areas in different versions of the program — see far right)
e Attach to email
e Attach
e Complete the email address and add any message
e Send email to your Administrator to sign, or the Secretary Treasurer to approve

After the Secretary Treasurer approves the purchase order, a purchase order number will be assigned, the
purchase order will be distributed to the supplier (note the new field for the email address of the
supplier) via preferably email or fax and a copy of the signed document with a purchase order number on it
will be sent back to the originator and a copy to our Accounting Department.
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INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

L PO Form.pdf - Adobe =R
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elin the Tools Pane on the right to send it to your recipients.

PURCHASE ORDER

Where would you like to store your self-signed digital ID?

@ New PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This commen digital ID file format is supported by most security software applications,
including major web browsers. PKCS#12 files have a .pfx or .p12 file extension.

) Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.
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INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM
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PURCHASE ORDER

Enter your identity i ion to be used when

Name (e.g. John Smith): |Teresa MacKenzie

Organizational Unit: ~[School Board Office
Organization Name: m
Email Address: fackenzie@sd8S.be.ca
Countryregor: (T -

[~] Enable Unicode Support

Key Algorithm: [1024-bit RsA

Use digital ID for: [ Digital Signatures and Data Encryption
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INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

1 PO Form.pdf - Adobe Acrobat Pro 3 =T
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suthor, choose Distibute from the Forms panel n the Tools Pane on the rght to send it to your recipients.

PURCHASE ORDER

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Name:

I(enzie\AppData\Roammg\Adobe\Acvobat\l0.0\Secuvity\TeresaMacKenzle,pfx Browse...

Password:
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INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

1 PO Form.pdf - Adobe Acrobat Pro
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'SCHOOL DISTRICT NO.

PURCHASE ORDER

THE BOARD OF EDUCATION

P.0. 50X 50, PORT HARDY, B.C. VON 290
[0GEE  FAX 250940872
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Aq Sign Document

a )

Sign As: | Teresa MacKenzie <tmackenzie@sd8S be.ca> v| @

Password: "*‘"*"”’1

Certificate Issuer: Teresa MacKenzie

Teresa
MacKenzie ssmaeseasessees

Appearance: | Standard Text v

$ 15050
Digitally signed by Teresa
MacKenzie | 513194

DN: cn=Teresa MacKenzie, s000
©0=School District No. 85, @ =
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Date: 2013.08.20 15:31:27 -07'00' $0.00
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INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM
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Please fill out the following form. I you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your recipients.

Tools Comment Share

,
Configure Signature Appearance

Title: |1 Teresa MacKenzie

Preview

your common name
here

2013.08.20 15:32:54
-07'00'

Configure Graphic

Show: () No graphic Import Graphic from:

@ Imported hi
B

(@) Name

Configure Text
Show: [/|Name [ |Location | |Distinguished name [ |Logo
Date [ Reasen [ Labels

Text Properties

Text Direction: @) Auto () Left to right () Right to left

Digits: | 0123456789  ~
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INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

3 PO Form.pdf - Adobe Acrobat Pro
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Comment

Share

Please fill out the following form. I you are a form author, choose Distribute from the Fi i the right to send it to your recipients.

Configure Signature Appearance

Title: 1 Teresa MacKenzie

A
Select Picture
Previ

File: |

Sample

Cancel

Please dejiver between the hours of 8:30 a.m. and 4:00
lower delivery door accessibly by NAPA




INSTRUCTIONS TO COMPLETE ELECTRONIC PURCHASE ORDER FORM

X PO Form.pdf - Adobe Acrobat Pro
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Configure Signature Appearance L=

Title: [1 Teresa MacKenzie

Select Picture

= 1)
@Cv'- Desktop » v]"‘@

Organize v New folder

Prey|

P m
4.0 Favorites Name

1§ Downloads 4 Libraries

Recent Places A Teresa MacKenzie

. ] DESHOP y L tompmer

‘{! Network

1> 4 Libraries [=] 101 Ways to Praise a Child

[=! Teresa Signature

48 Computer [=] Two Wolves
> &, Local Disk (C) [@® FN-Pictures (PVO1) (T) - Shortcut
1 &9 Special Education (\\DNS2\Userdz
1> &8 FN-Pictures (\\PVO1) (T:)
b &8 tmackenzie (\\dns2\userdata) (U:)
b &3 FN Shared (\\DNS2\Userdata) (V:) |
> 58 emx-lc (\pv01) (X:)

> <[ m

|
File name: Teresa Signature v | JPEG (*jpg," jpeg, jpe," JPEG)
o ]
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